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STAJIDARD FORM NO, 64

Approved Fer Releage 2005/1

TO : Chief, Plemns & Policy Staff/TR pate: 30 November 1955
FROM : Chief, Administrative Branch/TR

sUBJECT: Weekly Activity Report # 48

I. SIGNIFICANT ITFMS - None

IT, OTHER ITEMS

A. RECORDS CONTROL SURVEY. The first dreft of the Records Control Schedule 2°X1
for OTR has been written by | of the Management Staff and it is pre-
sently being reviewed by the Area Records Officer, OTR. After review,
and the ARO/TR will contact Staff and School Chiefs regarding approval and imple-
mentation of the Schedule.

B. MERTING WITH TSS OFFICIALS. | jmet on 23 25X1
November with| [TSS Trelning Officer, and| |to discuss a proposed

TSS Admnistrative Issuance. The issuance was, in essence, & complete briefing on 25X1
[ |and. was to be distributed to all TSS personnel for their
retention. TSS was informed that OTR could not concur in xmek the issuance as pro-
posed. TSS agreed to the proposed revisions made by OIR and will submit the re-
viged draft to OTR for concurrence.

25X1 25X1

c. | | RETURNEES, Two students,| land | |
have recently returned from| [and o5%1
have been debriefed by this Office.

D. PERSONNEL RECRUITMENT FOR | | Seven candidates have been considerec?5X1
for the two additional positions on Project | |One individual favorably con~
gsidered is an Agency employee. Arrangements are being made for tests and examina- 25X1
tions before final decision is made concerning this individual.

E. TABLE COF ORGANIZATION. The DD/ S has approved OTR request for |:| additional
positions. DD/IR and PO/IR have met to determine the realigrments necessary to 25X1
adjust to our new ceiling of [ |positions. The positions for JOT's are being con-
sidered separabely.

F. VOUCHERED PERSONNEL -~ PAYMENT OF UNUSED COMPENSATORY TIME, The BFO/TR
has provided each School and Staff Chief with a record of total unused compensatory
time for personnel in their components. Each Chief has been asked to analyze the
list and authorize payment of compensatory time to personnel who will be unable
to use this time by 31 December and are therefore entitled to payment. Justifica-
tions are due to the BFO/TR‘by 2 December to permit payment in the peymmwk pay check
of 16 December. JOBNO._ e JTOWHD___FID KO DOC, KO O CHAKGE
7 CLARE] MECLASH! CLANS CHAENGED TO: T5 & RET. MET.22
‘ A LHEY] ] CIPE DO, 08
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G. VISIT BY FINANCE PERSONNEL.| | of 25X1
Payroll/Travel Branch/FD will visit November to review local travel 25X1
reimbursement and payroll procedures and records preparatory to an annusl audit. 25X1

I. CASH PAYMENT OF TRAVEL CLAIMS. The Chief, Finance Division has approved
an OTR proposal that claims for reimbursement for travel between headquerters and
[ 1be paid from the OTR Revolving Fund after processing by the Processing
Section. The Revolving Fund will be increesed to $2,000 for this purpose. It is
felt that this procedure will result in considerable savings of time and money on
the part of the OTR Administrative Branch snd the Finance Division.

J. %Weekly report of the utilization of :lfacilities for 25X1
0

the peri ough 29 November 1955 1s attached.

III. PERSONNEL ITEMS,

A, returned to duty on 28 November after two weeks of sick
leave,
B. | |[will be married to | lon 4 December 25X1

1955, | |will return to duty on 12 December 1955.
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